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1.0 Introduction 
In this report I will be talking about all of my skills that I’ am already aware of, and also about all of the things I still need to work on in order to become successful. This report is divided into two parts, in part one I will use the swot analysis outline my strengths, weaknesses, opportunities, and threats. I will then think of ways how I can make my weaknesses into strengths. Also, I will think of ways that I can change my threats to opportunities.  I will then complete a VARK questionnaire and my results should enable me to become more aware of my preferred learning styles. I will then complete a personality questionnaire (Myers Briggs personality check) and use my result to improve my personality factors. At the end of part 1 I will use the GO MAD framework to set my goals and plan out how I will achieve them. In the second part of this report I will complete a personal development.
[bookmark: _Toc530064608]Finding
[bookmark: _Toc530064609]1.1 Part 1 
      In part 1 I will be applying the SWOT analyses to myself. The aim of these analyses is to change my threats and weaknesses into strengths and opportunities. I will then discuss two learning style questionnaire which I have completed and with my results then become more aware of my learning preferences.  Lastly in part one I will apply the GO MAD framework for myself. I have used the SMART check for my goal and confirmed that my goal is specific, measureable, achievable, realistic, and within the right time frame.
[bookmark: _Toc530064610]1.2 SWOT
       I have created a SWOT analyses on my strengths, weaknesses, opportunities, and threats. You may find my 
       SWOT analyses on the next page.

	Strengths
· Communication skills.
· Team work skills.
· Also good at working individually.
· Good time management.
· IT skills.
· Transferrable skills.
	
	Weaknesses 
· English is my second language.
· I don’t have a driving licence.
· I can get easily distracted occasionally.

	Opportunities
· I now have the opportunity to get a level 4 qualification if I pass Skills for the workplace.
· Level 2, 3 Business Admin qualifications.
· I can speak four languages fluently.
	SWOT
	Threats
· I’m a single mother with a two-year old daughter.
· I’m in UWTSD only once a week on a Tuesday. 
· Crohns flare up


SWOT ANALYSES TABLES.

Below is a list (one of many) of skills that students are by the government law expected to have. The government gives these rules to universities and hopes for their student to ahieve these skills as follow below, by the end of their studies.
Oral communication, Team Work, Listening Skills, Written Communication, and Problem Solving.
(Mullen, 1997)

My strengths are all somehow linked together, each time I learn a new skill or gain more knowledge I feel as though it pushes me forward. By working effectively in a team I had to have good communication skills to enable me to communicate with all the other team members. I have learnt most of my skills in Cardiff and Vale College studying business administration level 2, 3.
I believe that my biggest weakness is that English is not my first language which does make it difficult for me at times when I come across a word or phrase in English that I don’t understand. When it comes to the language barrier I’ am aware that on the other hand it is one of my strengths that I can speak more languages. Within a workplace some employees seek employers that are bilingual and I’ m glad I have this skill. Even though I’ m in class just once a week I have the opportunity to book a one-to-one with my teacher every week. I will use this opportunity to ask questions, and go over topics that I’ am not confident in.
Using the SWOT analyses I will now reflect on what I have learnt. I will do this by using the Kolb’s reflective cycle. Kolb’s learning cycle was introduced in 1984 by David Kolb. Below is an example of Kolb’s reflective cycle. 


1. My concrete experience was working in a team producing a PowerPoint presentation.  I was working along with another 4 team members. 2. One of our team members was absent and we had to skip her slide. I was not feeling confident delivering a presentation in front of my class mates for the first time and I had to talk about something I was not completely familiar with. 3. I have definitely learned from this experience that in order for me to present a power point presentation with confidence I must have full knowledge on the topic. 4. If I could do this again I would do more research on the topic of my presentation and I would practise more before presenting. 

[bookmark: _Toc530064611]1.3 VARK
VARK stands for Visual (learners), Auditory (learners), Reading (learners), and kinaesthetic (learners). VARK was designed by Neil Fleming in 1987. VARK was designed to identify learning preferences
I have completed a VARK questionnaire and from my results I have found my preferred learning styles. My results show that I’ am an aural and kinaesthetic learner.  An aural learner is someone who learns better by speaking and listening. A kinaesthetic learner is someone who prefers to learn by physically doing something. VARK analysis helped me to find out what learning styles works best for -me and I learnt all different things that should work best for me considering that I’ am an aural and kinaesthetic learner. I must consider the following to make the most of my learning.
· I’m aware that I enjoy talking and listening to others, I must make sure that when I’m in class I’ am listening and talking only about relevant topics to the lesson.
· Also, as a kinaesthetic learner I like to try new things.
· I like to fidget with my pen as it helps me to concentrate.
· I use my hands a lot when I’m talking it helps me to feel more confident.
· I can occasionally get easily distracted; I avoid this by working in a quiet environment where no one is disturbing me.

[bookmark: _Toc530064612]1.4 Myers Briggs personality check
I have completed the Myers Briggs personality check, and with my results I’ am now more aware of my personality. This personality check was designed by Isabel Myers Briggs. My results from this test show that I’ am an extrovert, intuitive, thinking, and judging. An extrovert is someone who expresses -energy externally. An intuitive person is someone who makes a decision by listening to their internal thoughts. My third result shows that I make my decisions mainly through logical thinking. My last but not least result shows that I’m judging which means that I organise my life event and, as a rule I stick to my plan. As an extrovert I want to be able to give out just positive expressions e.g. showing positive energy whilst presenting a power point presentation I can do this by having good body language and keep eye contact with my audience. Also, as an extrovert I should be able to have high confidence in myself. As an intuitive person it is very important for me to know my priorities e.g. my priority is to complete skills for the work place and pass therefore my inner thoughts will enable me to focus on my studies more and to choose studying over hobbies. Being able to think logically is an advantage because when a problem occurs using logical thinking you come up with a solution. I strongly believe that I’ am a well organised person because I have long term and short term goals which I work hard for to make sure that I achieve them.


[bookmark: _Toc530064613]1.5 GO MAD 
Reason why (1)
· I have decided to study skills for the workplace because it will give me a level 4 qualification and enable me to go on to do a BA in business leadership and management.
· With these qualifications I will have a better chance of finding the right job for me.
Plan goals (2)
· I have rated my goals with a 10 because I believe that they are fairly realistic and straight to the point. 
Plan priorities (3)
· My main priority is my daughter she needs to be looked after by my mum when I’m studying to make sure that I stay focused on the work. My Family and friends are willing to help me by looking after my daughter when I’m studying.
· I was informed by my tutor about the University Liberian and the study support available to me. I believe that by going to these two places I will find it easier to complete this course and pass.
Involve others (5).
· It is important for me to get feedback on work that I produce so that I know what I need to improve on.
· If I’ll need help with a piece of work or just to go over something again I will go to ask my tutor for help.
Personal responsibility (6)
· I keep myself motivated and on track by thinking positively and working hard.
· I’ am prepared to give up my free time to study.
· I must spend less time on social media and more time on UWTSD moodle.
Take action & measure results (7).
· I have started my course and I’m working on my first assignment to the best of my ability.
· In order for me to achieve my goal I must stay focused and not get distracted.
· It is important that I stay well motivated and reward myself each time I do well.
· I will make sure that the reward is good enough to push me to my goals.

[bookmark: _Toc530064614]
2.0 Part2
In part 2. I will be producing a PDP to develop skills I still lack. Also in this part I will be talking about how I will use all the useful skills I already have to go forward and become successful and more employable.
[bookmark: _Toc530064615]2.1 Personal Development Plan
A PDP is a well structured action plan that allows you to plan your developments. PDP was founded by Mufti Mohammed Sayeed in 1998. 

	Skill/Behaviour
	Action needed
	Resources Needed
	Date of action
	Met?

	Harvard referencing. 
	· Practise this referencing style as much as possible.
· Use it in every work.
· Read over all the different types of referencing e.g. referencing a book, an article, a website etc. Also go over the order of which Harvard referencing is used in.
	· I can access books, articles, journals and much more on the online UWTSD library which I already have full access to.
	· I will access the online library on the 15th November 2018. I will search for useful materials that I can use to practise Harvard referencing.

	

	Improve my summarising work.
	· Practise summarising as much as possible.
· I will try to use it as much as possible so that I become more familiar with it.
	· I will be using sections from books I have at home and summarise them.

	· I will start doing activities towards improving my summarising skills on the 19th November 2018.
	

	Improve my paraphrasing
	· Practise paraphrasing.
· I need to buy an English dictionary.
	· I will need feedback each time I do a paraphrasing task. 
· I will ask for feedback from my tutor.
	· 14/11/2019 I will go and buy a dictionary.
· 20/11/2019 I will come in class with a paraphrased text and book a one-to-one with my tutor to get feedback.
	


[bookmark: _Toc530064616]3.0 Conclusion
[bookmark: _Toc530064617]This report summarises my self- awareness and defines all of the different things I still need to work on. By completing the two questionnaires I have learnt more about my preferred learning styles and with this useful information I shall now be able to work more effectively. By using the kolb’s reflective cycle I have gained a new skill to reflect more effectively on skills, knowledge etc. that I learn. This should now allow me to develop a wider understanding in learning new things. I have planned all of my goals and decided on specific dates that I will undertake each step in order to achieve my goal and become successful. 


















4.0 Appendices
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Take action measure & results (7).
I revise five times a week to make sure that I don’t fall behind on anything we are studying in class.
I have started working on my first assignment where we were asked to produce a report. 
I have full access to the online UWTSD library and 
moodle
 which I will use to help me along. 
)4.1 A Pyramid Diagram of the GO MAD. 





 (
Involve others (5).
*
My tutor
*
Study support
*
Librarian 
Family and friends
Meet new people for motivation and or inspiration by attending open days etc
.
) (
Self belief (4).
I strongly belief that I am more than capable of completing skills for the workplace and then going on to do a BA in business leadership and management.
I am a quick learner and I enjoy learning new things.
I will gain all the skills I need to become successful.
Rating 1-10 
9
) (
Personal responsibility (6).
I want to be able to demonstrate an excellent piece of work each time I complete one.
I am aware that I must take all the responsibilities for completing my aims and achieving my goal.
I must make sure that I have enough time for studying along with all my other responsibilities.
Rating 1-10
10
)



 (
Reason Why (1).
To become successful.
To gain higher education.
To improve my financial situation.
To become a good role model for my daughter.
To improve my confidence. 
Rating 1-10
10
) (
Plan priorities (3).
 
*I must complete all the assignments to the *best of my ability.
*I must attend each lesson.
I have to amend and improve my CV.
I must take advantage of all the help and support
 
offered to me
.
) (
Plan goals (2).
I will complete skills for the workplace, and pass.
I will then go on to do a BA in Business leadership & management.
I will start looking for a business based part time job in April 2019, this is when my daughter is starting nursery.
Rating 1-10
10
)







· Under (5) Involve others  I have marked the three most important with a *. 
· Under (3) Plan priorities I have again, marked the three most important with a *.




 4.2 Appendices

This is the Myer Brigg’s diagram. I have used this diagram because I find it interesting and very informative.
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Kolb's reflective cycle.


1.Concrete experience.


2. Reflective observation.


3. Abstract conceptualisation.


4. Active experimentation.
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